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HRBEN
BENEFITS ADMINISTRATION

Chapter 5 –
Maintain Employee Benefits Data
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Master Employee Benefits Data
Life Event Change

Agency Benefits Specialist 
Receives Notification
of Life Event Change
via the Change Form.

Post-Tax Change?

Yes

No
HIPAA only

(no pre-tax deduction 
changes)

Add or Delete 
Dependent

(no pre-tax deduction 
changes)

No

No

YesYes

Perform Anytime 
Change (HRBEN0001)

Perform HIPAA Change (PA30-
Adjustment Reason-system
sends you to HRBEN0001)

Create/ Maintain Dependent (s) 
(PA30) then update Employee’s

Dependent coverage (HRBEN0001)
Select Anytime Changes or 

Miscellaneous Changes.

AASIS automatically 
updates Benefits Payroll 
deductions and  AASIS 

sends electronic interface 
to EBD.

Process 
as a 

Family Status 
Change

The Agency Benefits Specialist reviews the Employee’s Change form, 
compares the new selections against existing benefits to verify changes 
and requests event documentation such as a Birth Certificate, Marriage 
license, Divorce decree, ect. 

If Pre-Tax Deductions are affected due to a Family Status Change, the 
Agency Benefits Specialist must sign the Employee’s Change form,
makes a copy for their records and forward the original form and
documentation to FBMC approval.  The Agency Benefits Specialist will 
process the employee’s changes and send a copy of the form with 
documentation to imaging per EBD’s Policies and Procedures. 

The effective date for a life event change in AASIS must not be a date in 
a closed fiscal year.  If it is necessary for the agency to have Master 
Data corrected in a closed fiscal year, the agency must send a request 
with justification to the Office of Personnel Management/State Payroll 
(fax number 501-682-5094) for approval.
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Exercise
Scenario #5

• Display an employee’s Benefits Data.  To do 
this, view the Employee’s Medical Plan 
information and note any dependent 
coverage they may have.  Take this 
opportunity to explore several Infotypes.

• *Display this exercise with Transaction code PA20.
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Demonstration

• Display Employee Benefit Data

Human Resources > Personnel Management > 
Administration > HR Master Data > Display 

(PA20)
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1. Follow the menu path or enter 
PA20 in the command field; 
press Enter

Display Employee Benefit Data
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2. Enter the 
Employee’s 
personnel 
number

3. Use the left and right 
scroll buttons to select 
the Benefits tab

Display Employee Benefit Data

Note: If you do not know the employee’s personnel number, 
use the match code search functionality to search by name.
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5. Click to Display

4. Click the Family 
Member/Dependents tab or 
enter 0021 for the Infotype
field

Display Employee Benefit Data
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6. View Dependent 
information

7. Click to view the 
Employee’s information 
on other dependents

Display Employee Benefit Data
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8. View Dependent 
information

9. Click ‘Back’

Display Employee Benefit Data
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10. Click on Health Plans or 
enter 0167 in the Infotype field

11. Click to 
Display`

Display Employee Benefit Data
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Display Employee Benefit Data

12. Click on the Dependent tab.

Note: Notice that the Employee 
has Employee + Child(ren) 
Dependent coverage for Health 
Advantage HMO.
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13. Verify that the Dependents
have been selected for coverage

14. Click ‘Back’ 

Display Employee Benefit Data
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15. Click the Insurance 
Plans infotype 0168

16. Click to 
Display

Display Employee Benefit Data
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17. View the 
Insurance 
plan data

18. Click ‘Back’ 

Display Employee Benefit Data
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19. Click on the Savings Plans or 
enter 0169 in the Infotype field

20. Click 
to Display

Display Employee Benefit Data
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21. View the Employee’s 
Savings Plan data

22. Click ‘Next’ to view 
other Savings plans;
if applicable

23. Click to Exit

Display Employee Benefit Data
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Exercise
Scenario #6

• Display their Benefits Data.  To do this view 
the Employee’s Medical Plan information and 
note their Dependent coverage. 

*Repeat previous exercise with Transaction code 
HRBEN0006. 
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Demonstration

• Display Overview of Benefit Plan Data

Human Resources > Personnel Management >
Benefits >Overview 

(HRBEN0006)
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1. Follow the menu path or enter 
HRBEN0006 in the command field; 
press Enter

Display Overview of Benefit Plan Data
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2. Enter the Employee’s 
personnel number

3. Hit to continue 
or hit Enter

Display Overview of Benefit Plan Data

Note: If you do not know the employee’s personnel number, 
use the match code search functionality to search by name.
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Display Overview of Benefit Plan Data

4. Click on Plan of 
choice to expand
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5. View results

Display Overview of Benefit Plan Data
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Display Overview of Benefit Plan Data

6. Double click 
selected entry for 
further details
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Display Overview of Benefit Plan Data

Note: ‘Further 
Details’ takes you to 
the PA20 Display 
screen for viewing

7. Hit ‘Back’ to get back to the 
Benefit Plan display screen
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Note: Any Plan 
may be viewed by 
double-clicking to 
expand.

8. Click Exit once you are done viewing

Display Overview of Benefit Plan Data
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Questions and Answers


